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LANGUAGE COURSES (AN OVERVIEW) 
A minimum of three language courses is required. One course is required in each of the 
three years of levels one, two, and three . 
All language courses are one-credit courses. In practical terms, this means that each 
course taught will require a minimum of one 40-50 minute period every other day for the full 
year to a minimum of 55 hours. 
Language course offerings are as follows: 
Language 1101 
Basic English 1102 
Language 2101 
Vocational English 2102 
Language 3101 
Business English 3102 . 
Advanced Writing 3103 
Language Study 3104 
The writing of argumentation and persuasion 
Of a general nature, for students who are weak in language 
skills 
Research writing 
Practical application of language skills to the world of work 
(technical and trades areas) 
Emphasis on style in writing narration, description, exposition 
The application of language in the business world 
Creative writing of poems, plays, stories 
An indepth study of the English language 
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STATEMENT OF PURPOSE 
Vocational English 2102, through :using the general topic of work, focuses on effective 
• • commurucatton. 
The "world of work" refers to the following: people's feelings and thoughts about work, 
why people work, where people work, what kinds of work people do, getting work, working 
conditions, rewards of work, and respect of and for the worker. These topics are explored 
through reading a variety of selections including articles from newspapers and magazines, short 
stories, and poems. The reading selections stimulate thoughts and cause students to reflect, 
to evaluate and to question. 
The reading selections are accompanied by activities that invite students to express their 
thoughts and ideas in many different ways (orally and in writing), to a variety of audiences, 
and for various purposes. Thus, students develop and use their language skills to "make 
meaning" and to communicate. In other words, through the theme of "work", and through 
reading, writing, listening and speaking, Vocational English 2102 develops and sharpens 
students' language and communication skills. 
The course has several main areas of focus: 
1. The concept of coo~rative team-learning is central. There are many opportunities for 
J -
students to work with a partner and/or a small group. Interacting, sharing ideas, 
planning, researching and refming one another's work are rewarding ways to learn. 
2. Students learn how to apply effective communication skills to looking for a job. 
Students will learn strategies for finding employment - from identifying skills, abilities, 
interests, and possible careers and jobs, to developing job leads, applying for jobs 
(including letters of application, resumes, and application forms) participating in job 
interviews, and doing follow-up work. 
3. Students will engage in some action research by working with one Communication 
Project. Students will benefit from an awareness that the ability to do research is an 
essential skill in both personal and work-related contexts. In this respect, Vocational 
English 2102 will have some correlation with Language 2101. 
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4. Other writing activities, apart from those connected with the job search and the researC" 
5. 
project, include: journal writing about jobs discussed, people met, and issue 
encountered; and writing about work-related issues in a variety of short formats such as 
letters to the editor, editorials, short reports, and brief essays. 
Through working with a wide variety of reading material on work-related topics, students 
will develop such skills as varying reading rates and recognizing the main ideas, 
organizational patterns, and purposes in written material. 
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COURSE OBJECTIVES 
The course has as its main purpose the development of communication skills by having 
the students read and think about the world of work, by having them express (orally and in 
writing) their ideas and feelings about the world of work, and by having them use language 
in a variety of practical, job-oriented situations. Specifically, this entails that students: 
1. are able to apply effective verbal and non-verbal communication skills to obtaining a job 
2. develop strategies for identifying their own skills, interests and abilities 
3. develop strategies for determining possible jobs and careers 
4. develop strategies for investigating employment opportunities and job leads 
5. are able to prepare an effective letter of application 
6. are able to respond accurately in writing to "want" ads 
7. are able to write letters asking for references and recommendations 
8. are able to complete a job application form correctly 
9. are able to prepare an effective resume 
10. are able to prepare appropriate covering letters 
11. develop strategies to prepare for, take, and follow-up a job interview 
12. write a written report of a major communication project 
13. write journal entries about jobs discussed, people met, and issues encountered 
14. express and strengthen their ideas by writing in a variety of short formats such as letters 
to the editor, editorials, simple reports, and essays 
15. follow, where possible, a writing process - especially with prewriting, revising, and 
proofreading. 
16. conduct interviews with workers, managers, family members, friends and others by asking 
the right questions, and by asking questions based on the answers received 
17. discuss issues and learn how to listen and respond to what members of a group or class 
say 
18. use discussion to clarify thinking and learn how to question others so that they sharpen 
their definitions and clarify their opinions 
19. report orally on group discussions, and aspects of interviews, research, and surveys 
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20. internalize a process of reading for/looking for meaning 
• in practical reading materials within the context of job situations 
• in reading materials written in relation to the world of work and work-related issues 
21. interpret, discuss, and relate the ideas encountered in reading to their own life situations 
22. understand that reading rates should vary according to the importance of the message, 
the level of language, and the complexity of the material 
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COURSE CONTENT 
The main focus is on developing and refining students' language and communication skills 
through exploring the theme of work. Course selection and organization will be based on the 
following aspects: 
Reading 
• Theme clusters comprised of fiction, non-fiction, and poetry selections that focus on 
a work-related theme 
• Responding and reacting activities that focus on the content and encourage students 
to clarify their understanding of the information presented and to formulate, express, 
and exchange their opinions based on the text 
• Extending and enriching (reaching out) activities that use the selection as a catalyst 
to lead students to explore the themes, to do further research, to write, and to 
connect the themes to their own lives and to µte community 
Writing 
Letter of Application for Job 
Respond to "Want" Ads 
Letters Asking for Reference and Recommendation 
Complete Job Application Forms 
Resume 
Covering Letter 
Report on One Major Communication Project 
Journal Writing about Jobs, People, Issues 
Express Ideas/Issues in Letter-to the-Editor, Editorials, Simple Reports, Essays 
Follow, Where Possible, A Writing Process 
Using English Effectively in the Communication Context 
Oral Communication 
Job Interviews 
Interviews for Research 
Ask Questions/Discuss Work-Related Issues 
Listen and Respond in Group Situations 
Reports of Research and Group Discussion 
Role-Playing 
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COURSE MATERIALS 
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Goepfert. The Communications Handbook. Toronto: Nelson Canada Limited, 1982 . 
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PHILOSOPHY OF INSTRUCTION 
1. Vocational English 2102 is based on several assumptions about how language competence 
is acquired and extended. 
• Effective expression requires a sense of purpose and the ability to conceptualize an 
interested audience. 
• Language is the means by which people learn and the means by which they 
communicate the sense they have made of their experiences. 
• Opportunities for students to use the expressive modes (speaking and writing) should 
be equally balanced with chances for them to use the receptive modes (listening, 
reading, and viewing). Outside the classroom these modes are always interrelated 
and interdependent This should be the case in the classroom. 
• Students learn best when they draw upon their own experiences and use these 
experiences to deal with new situations. 
• Learning is facilitated when students feel that they are in a secure and stimulating 
environment; a place where their efforts will be supported, encouraged, and treated 
as experiments to spur them to further learning. 
• A language learning framework that emphasizes interdependence and co-operative 
activity must be flexible enough to allow students the freedom to pursue their own 
needs. 
2. Through reading theme clusters, and by attempting the various "responding", "reacting", 
and "reading out" activities students develop greater competence in reading for meaning. 
However, students need help in internalizing a process of looking for meaning. This 
involves asking and encouraging students to use pictures, titles, subheadings, illustrations, 
charts, graphs, content and context clues to predict what they expect to fmd in reading 
selections. Developing reading competence also means helping students to discover such 
patterns in the selections as - time sequence, spatial order, order of importance, listings 
(random, alphabetic, numeric), logical development, comparison/context, cause/effect, and 
others. As well, reading instruction involves helping students with skimming and 
scanning; varying reading rate as determined by purpose; and making notes to remember, 
comprehend and synthesize information. 
. 
3. The composing process that many writers tend to follow can be presented as a five-
stage procedure: 
Prewriting Activities 
Ideas 
Forms 
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Drafting or Writing 
Revising or Content Editing 
Proofreading 
Presenting or Sharing 
Although the above stages are more recursive than linear, the theory itself is important . 
As well, the best writing processes are flexible and organic and tend to bend and grow . 
to meet students' needs. 
Students must write frequently; preferably on topics about which they have considerable 
knowledge. As well, they need to talk ideas through with each other and with the 
teacher. They need to generate and clarify their ideas. However, students must also 
share and extend their efforts at composition and as they do so, the teacher's keen 
observation will f onn the basis of further instructional strategies. Some lessons are now 
planned, while others may emerge spontaneously · from the immediate situation. 
Revising is also of great importance. Revision is to meaningfully improve the content, 
organization, and style of the writing. Proofreading is to correct errors in spelling, 
punctuation, usage and so on. For both revision and proofreading, many checklists exist 
and can be used. 
4. Oral communication is sharing (speaking) and responding (listening). It is concerned 
with the students responsibility to himself/herself and to the group. 
Many of the activities are designed to be carried out by two or more students working 
together. Thus, the more opportunities students have to work with others on 
assignments, the greater will be their skill in group interaction and understanding how 
dynamic the group process can be. However, in order for co-operative learning to be 
effective, it must be well planned and the purpose of the task must be clearly understood 
by all group members. The task should be broken down into manageable parts that are 
allocated to individual members, keeping in mind their varying interests and abilities . 
Peer approval of one another's efforts becomes one of the rewards of the process. This 
happens when group work emphasizes co-operation rather than competition. 
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The teacher's role during group work is that of a facilator, involved whenever necessary, 
in setting goals, initiating discussion, co-ordinating, challenging, and encouraging. The 
teacher circulates amongst the groups, assisting and observing, and demonstrating interest, 
and confidence in the opinions and abilities of the students. 
5. Communication Projects are listed at the end of each of the seven thematic units of the 
text, Language at Work. Twenty-nine projects arc identified. At the end of 
approximately the first month (or early in the course) each student (or small group) could 
choose a project and begin preparatory work. Since many projects require that students 
write away for information, they will need to work on a schedule that allows time for 
such requests to be met. 
The Communication Projects are comprehensive activities that require students to use all 
their language resources and many communication strategies. For example, a project 
might require that they use the telephone, write a letter of request, conduct an interview, 
present an oral report, compile a written report, and write a thank-you letter. The 
Teacher Resource Book: Language at Work, page 91, gives a sample checklist for 
monitoring and evaluating the process. 
The Communication Projects are practically all action research. The data is collected 
from first-hand sources and presented in the light of personal experiences of the 
student/researcher. Formal and informal interviews, surveys, and personal observations 
are the usef~ .: 1 . methods of inquiry followed. Students will seek information from such 
people as guidance counsellors, principals, government employees, members of the 
community, club members, personal contacts, friends, and family members. 
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EVALUATION 
Evaluation techniques should relate to the learning objectives and to the teaching emphasis 
of the course, and should indicate student achievement and program effectiveness. It is a 
continuous process, and one with dimensions that are diagnostic (to determine present levels 
of competence in relation to the objectives of the course); formative (to monitor progress 
through a concept or thematic unit of study); and summative (to determine the level of 
achievement). It involves self-evaluation and peer evaluation, as well as evaluation by the 
teacher. 
There are innumerable means, instruments, and strategies for evaluating students. Good 
evaluation will use a variety of means available: 
Checklists 
Observations 
Questionnaires 
Surveys 
Tests/ Assignments 
Examinations 
Conferences , 
Interviews 
Writing Folders 
Analytical Scales 
Graphs/Charts 
In general, many of the means above can be used to apply to most, if not all, of the 
content and objectives of Language 2102: 
Reading (and reading process) 
Writing (and writing process) 
letters of application 
letters for referenced recommendation 
resume 
editorials, letters to the editor, essays 
Oral Communication and Group Dynamics 
Job interviews 
interviews for research 
oral reports 
listening and responding in groups 
A Major Communication Project 
Many of the above means can also be used in self-evaluation, peer evaluation, and 
evaluation by the teachers. 
Regular self- and peer-evaluation by students lessons the burden of evaluation for the 
teacher, and ensures that evaluation becomes an integral part of the learning process. Self-
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evaluation helps students to recognize their rates of progress, and their own strengths and 
weaknesses. Self-evaluation also helps students to understand what they are learning and why 
they are learning it. Whereas peer-evaluation provides the opportunity for students to receive 
a wider range of responses than the teacher alone can provide. Peer evaluation also requires 
that students identify and understand the criteria on which their own work is being evaluated. 
Students will require guidance from the teacher (especially at fust) when they are doing 
peer-editing and peer-evaluation. Emphasize that constructive criticism is necessary. Suggest, 
for example, that each evaluation, students note one thing that was done particularly well and 
one area that requires improvement Encourage students to be specific in their evaluations. 
Writing and the writing process are the key to Vocational English 2102. This process 
includes reading, discussing, draft writing, revising, editing, and presenting. Most of these 
areas can be evaluated, both in terms of process and in terms of the final product itself. 
Recent research indicates that frequent rigorous marking of writers by teachers is time 
consuming and ineffective. Most often it is believed that the time and energy should be 
redirected towards the prewriting and revising stages. 
Any teachers' written comments should be brief, clear, positive, and constructive. As 
well, the response given should recognize the stage the student has reached in his/her writing. 
Appropriate comments encourage and advise. 
Part of the evaluation for the communication project should reflect the process students 
use in the execution of the project That is, apart from the format of presentation, the content, 
style, and mechanics, the research techniques and the processes used should be considered -
such as, the interview, the survey, the questionnaire, the library research. 
For evaluation of oral language to be effective, it must include procedures for giving 
students constructive feedback so as to help them become aware of their oral communication 
behaviour and their strengths. The following are some useful considerations: 
• Work on the next step that each student needs to make in order to show 
• tmprovement. 
• Let your remarks provide motivation. Be positive about potential already shown. 
Let your comments be specific enc·ugh to point the way in preparing future work. 
• Be concerned only with immediatt:. and essential problems. Many trivial faults can 
be eliminated when the student gains more confidence. 
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• Talk to each student individually. Keep cumulative notes on each student. 
• In discussion and interpersonal communication, occasionally request students to 
analyze the process which took place in that day's discussion and then give them 
credit for their awareness of what happened. 
• Make students aware of the feedback signals they can get from an audience. 
• Grading is often harmful in the teaching of oral communication. Its main defence 
is that it tends to compel participation. This compulsion is a poor substitute for 
personal motivation. If, however, grading is done, then try to separate "growth" from 
"grading". Personal growth and development should be important. Grading could 
be on the basis of improvement and achievement. 
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APPENDIX: COURSE CONTENT: BASIC ENGLISH 1102 
Course content has to be selected and adjusted to meet the needs of the students in their 
efforts to achieve the objectives of the course. In a very general way, the following course 
content exists to support the various objectives. 
(To Support Writing Objectives) 
Through a judicious balance of different assignments and formats, and through the practice 
of writing for a mixture of different audiences and a variety of different purposes, students 
should experience success and learn to view writing as useful and enjoyable. 
Formats 
advertisements 
charts/lists/outlines 
letters/messages 
reports/summaries 
essays/articles 
titles/captions 
Audiences 
specific person 
self 
teacher 
friend 
older person 
younger person 
Purposes 
to create 
to share 
to record 
to analyze 
to explain 
to describe 
class 
team 
grade 
age group 
club 
15 
dialogues/scripts 
descriptions 
stories/story endings 
poems 
journal writing 
to expand 
to persuade 
to convince 
to inform 
to instruct 
to reconstruct 
general audience 
school 
community 
adults 
peers 
students 
unspecified 
(To Support acr~ the Curriculum Objectives) 
Making notes Time management 
Study methods Problem solving 
Types of questions Learning styles 
Exams 
(To Support Reading Objectives) 
Selection from subject-area textbooks 
Mathematics 
Science 
Variety of literary selections 
poems 
• 
stones 
Social Studies 
Industrial Arts 
plays 
novel excepts 
Materials students might encounter in business or personal life 
forms 
brochures 
cartoons 
advertisements 
Crossword puzzles and vocabulary exercises 
student's choice of materials 
magazine articles 
newspaper articles 
consumer articles 
(To Support Oral Communication/Interpersonal Communication Objectives) 
Many opportunities for realistic oral work, based on the concerns of the students, will 
present themselves. They can be both f onnal and informal, although it is likely that more 
opportunities for_ inf onnal work will occur. Oral communication should be part of 
individual work, pair work, group work, and class discussion. However, at times it needs 
to be promoted as a skill in itself; there should be periods where it is the sole focus of 
instruction. The following activities are recommended: 
Brief conversational answers 
Creative brainstorming 
Oral prewriting activities 
Sharing written work 
Small group discussions 
Role playing with groups 
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Small group reports 
Reports to class 
Oral Reading (literature) 
Literature discussions 
Telling anecdotes 
Impromptu speech 
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APPENDIX: COURSE CONTENT: BUSINESS ENGLISH 3102 
1. Communication in Organimtions 
A. Theory and Process 
B. Communication ModeVContext (Sender - Message - Receiver) 
C. Communication Model in the Context of the Writing Process 
D. Organizing Patterns 
E. Group Dynamics (Roles and Behaviour) 
Group Interpersonal Skills/feam Work 
F. Problem Solving Strategy 
• Identify the problem or task • Organize information 
• Explore alternatives • Present solution 
• Collect information • Evaluate solution 
G. Case Studies 
H. Public Relations 
I. Using English Effectively in the Communication Context 
• Punctuation • Effective Vocabulary 
• Mechanics • Sentences for Effect and Emphasis 
• Spelling • Principles of Paragraph Construction 
• Usage • Logical Organizational Ideas 
• Grammar • Awareness of Audience and Purpose 
• Stylistic Concerns 
2. Oral and Non-Verbal Communication 3. Written Communication 
-
A. The Voice (articulation, intonation, 
projection) 
B. Non-Verbal 
Kinesics (gesture, movement, facial 
expressions) 
Proxemics (posturing, position 
physical contact) 
C. Speaking/Listening 
In Business 
In Making Presentations 
Oral Reports 
Speeches 
Giving and Using "Feedback" 
D. Meetings 
Planning 
Conducting 
Recording 
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A. Busin~ Letters 
Common Categories 
Format 
Content 
Style 
B. Memoranda 
Summaries 
Reports (informal) 
Formats 
Content 
Style 
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